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2.1
WORK RECORDS
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Work records mugt be completed and maintained for each
function performedjduring the course of an inspection.

All pertinent sampling and factor information found during
the examination must be shown on the work record as well
as the certificate. Work records are printed in duplicate
so0 that one copy may be filed with the sample and one copy
used to complete the certificate. Work records must:

A. Be typed or written legibly in English;
B. Be concise, complete, and accurate;

C. Contain all of the information needed to prepare
official certificates or official reports;

D. Have the name(s) or initials of the person(s) who made
each determination; and

E. Contain any other information required by the FGIS
field office or agency for monitoring or supervising the
service provided.

Copies may be used for reporting the results of official
inspections for monitoring or supervision.

Correct errors by neatly drawing a line through the error
in a different colored ink (if possible) and initialing
the correction. Work records should never be rewritten
unless it is rendered useless. If this should occur, the
original should be attached and filed with the rewritten
record. The use of correction fluid or correction tape on
work forms is prohibited.

FGIS personnel are required to use the standardized forms
and formats prescribed in this handbook.

Agencies may develop work forms to suit their needs as

long as these forms provide all of the required
information.
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2.2
SAMPLING
RECORDS

FGIS field offices and agencies must complete and maintain
records pertaining to sampling activities. Sampling
information may be recorded separately on a pan ticket or
it may be recorded with inspection information on a
combination sampling and inspection form.

The following information shall be entered on the pan
ticket or inspection log when used:

A. Location of the grain;

B. Date of sampling;

C. Kind of grain;

D. Method of sampling;

E. Identification of lot or carrier;

F. Approximate quantity of grain in terms of bushels,
pounds, carlot, trucklot, trailerlot, etc.;

G. Type of movement (e.g., in, out, or local);

H. When applicable, initials and numbers of seals removed
and seals applied;

I. Any pertinent information that may affect the grading
or certification of the lot (e.g., "Top feet
sampled. Bottom not sampled." odor, insects, etc.); and

J. Name(s) or initials of sampler(s).

FGIS personnel may use Form FGIS-919 (formally IN-149),
"sampling Ticket," to record sampling information; Form
FGIS=-918, "Sample Pan Ticket," to record original sampling .
and inspection information; Form FGIS~920, "Grain Sample
Ticket,"” to record sampling, inspection, and grading
information for monitoring inspections, appeal
inspections, and Board appeal inspections; or Form
¥GIS-921, "Inspection Log,™ to record sampling,
inspection, and grading information of shiplots and
combined lots.

Agency managers may develop a sampling record that best

suits their needs. This record shall provide for the
inclusion of all the required information.

Page 2-2



GRAIN INSPECTION HANDBOOK
Book IV

Chapter 2
1/1/91

7SAMPLING TICKET”

SAMPLING TICKEY

SEAL REMS VED (Mentification

SEAL APPLIED (Idemtification -_i:-.}

s

SAMPLER (Nawt o ﬂﬁ&)@
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Instructions for Completing the “Sampling Ticket”

®

©® ®

©E O

Enter the name of the field office or spedified
service point.

Record the date the sampling was completed.

Indicate the location of the grain at the time of
sampling.

Enter the identity of the grain sampled.
Identify the lot or carrier as follows:

Railcars - Initials and numbers. All railcars are
construed to mean covered hopper (the words “covered
hopper” may be used). “Open Top Hoppers” and
”boxcars” are so designated.

Trucks and Trailers - License number of the truck or
truck and trailer (abbreviate as Trk or Trk and Trl)
and name or abbreviation of State. Trucks and
trailers may be further identified as to the time of
day sampled, contract number, etc.

Barges - Initials and number or name. Barges may be
further identified as ”Lift Top” or “Roll Top.”
Ships - Name preceded by its means of propulsion
(M/V, M/T, 5/8, etc.).

Other - Name of carrier or storage facility and any
identifying name or number.

Enter the approximate quantity of grain in terms of
carlot, trucklot, trailerlot, truck/trailerlot(s),
bargelot, part-carlot, part-trucklot, part-trailerlot,
part-truck/trailerlot(s), part-carlot, part-bargelot,
pounds, or bushels. For sacklot inspections, insert
the number, weight, and type of sack inspected (e.g.,
1,850 100-1b. cotton sacks), and the approximate
number of bushels.

Check the type of movement; e.g., in, out, or local.

When applicable, record the initials and numbers of
each seal(s) removed.

When applicable, record the initials and numbers of
each seal(s) applied.
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Enter any pertinent information that may affect the
grading or certification of the lot including:

a. The method of sampling used; e.g., probe,
diverter mechanical sampler, Ellis cup, pelican,
ete. )

b. The notation "Top feet sampled. Bottom not
sampled.” and the average depth of the probes when
applicable.

¢. The condition if the lot is heating, musty, or
sour.

d. The number of insects if present.
e. Shallow probe or door probe if applicable.

(::) Sampler(s) signature or initial.
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2.3
COMBINATION
PAN TICRET

AND INSPECTION
RECORD

Official personnel shall complete and maintain detailed
records pertaining to all inspection activities. These
activities shall include factor results and grade
designations if this information is not recorded on a
sampling record.

The following information shall be shown on the inspection
record:

A. Date inspected.

B. Movement (e.g., in, out, or local).
C. Location of the grain.

D. Identification of the lot or carrier.
E. Type of carrier.

F. Approximate quantity in terms of bushels, pounds,
carlot, trucklet, trailerlot, etc.

G. If a sampling work record has not been completed,
enter the method of sampling, date sampled, and the
sampler's initials.

H. Wwhen applicable, initials and number of seal(s)
removed and seal(s) applied.

I. Grade and identity (class, subclass, or kind of grain)
and, when applicable, the percentage of dockage.

J. Results for each factor determined.

K. When applicable, the percentage of protein and the
initials of the person performing the protein analysis.

L. Any additional information pertinent to the
inspection.

M. The initials of the technician(s) who assisted with
factor determinations.

N. The name of the inspector and the inspector's code
number.

FGIS personnel may use Form FGIS-918, "Sample Pan Ticket,"
for recording sampling and inspection information; or Form
FGIS-920, "Grain Sample Ticket," for sampling inspection
and grading information for monitoring inspections, appeal
inspections, and Board appeal inspections.
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“SAMPLE PAN TICKET”
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Instructions for Completing for ~Sample Pan Ticket”

<:> If applicable, enter the serial number of the

© OO

© @

certificate(s) issued for the lot or sample(s).
Enter the date the inspection service was completed.
Check the type of movement (e.g., in, out, or local).

Enter the location of the grain at the time of
sampling.

Identify the lot or carrier as follows:

Railcars - Initials and numbers. All railcars are
construed to mean covered hopper (the words “covered
hopper” may be used). ~Open Top Hoppers” and
”boxcars” are so designated.

Trucks _and Trailers - License number of the truck or
truck and trailer (abbreviate as Trk or Trk and Trl)
and name or abbreviation of State. Trucks and
trailers may be further identified as to the time of
day sampled, contract number, etc.

Barges - Initials and number or name. Barges may be
further identified as ”Lift Top” or ”Roll Top.”

Ships - Name preceded by its means of propulsion
(M/V, M/T, S/5, etc.).

Other - Name of carrier or storage facility and any
identifying name or number.

Submitted Sample - The applicant’s mark, number, or
other identification.

Check the applicable carrier or write in the type of
carrier.

Enter the approximate quantity of grain in terms of
carlot, trucklot, trailerlot, truck/trailerlot(s),
bargelot, part-carlot, part-trucklot, part-trailerlot,
part-truck/trailerlot(s), part-carlot, part-bargelot,
pounds, or bushels. For sacklot inspections, insert
the number, weight, and type of sack inspected (e.g.,
1,850 100-1b. cotton sacks), and the approximate
number of bushels. For submitted samples, give the
approximate weight (in grams) of the sample received.

Check the method of sampling.

If applicable, check either shallow probe or door
probe.
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Enter the date(s) sampled.

(:) Sampler(s) signature or initials.

C:) Enter the grade and identity (class, subclass, or kind
of grain) of the grain in accordance with the Official
U.5. Standards for Grain when the grade and identity
are determined,.

If applicable, enter the percentage of dockage.

Enter the results for each factor determined.

When applicable, enter the percentage of protein.

Enter the name or initials of the person performing
the protein analysis.

® OO

Enter all remarks applicable to the inspection
including:

a. Sampler’s observations (see Grain Inspection
Handbook, Book I, section 2.4).

b. Required and approved statements.

c¢. For dual-graded or multigraded lots, an
identification of the section of the carrier the
sample represents (e.g., estimated 1/5 car B end).
Tickets for each portion, largest on top, shall be
stapled together.

d. Additional factor information.

When applicable, record the initials and numbers of
each seal(s) removed.

When applicable, record the initials and numbers of
each seal(s) applied.

Enter the name of the company or person receiving
or holding the lot.

& Enter the name and code number of the
inspector who assigned the grade or made factor
determinations iIn the case of a factor only analysis.

When applicable, enter initials and factor determined
by inspection personnel other than the inspector named
in block (e.g., JM-M, TW, etc.).

® ® 6 6 &
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2.4
GRAIN SAMPLE
TICKET

Form FGIS-920, ~Grain Sample Ticket,” shall be used by
FGIS field offices and the Board of Appeals and Review
(BAR) to record the results of monitoring inspections,
appeal inspection, and Board appeal inspections. Since
the data is used for the monitoring of inspection and
grading accuracy and for preparing certificates, it is
important that the information be recorded in an accurate
and legible manner.

A. Action by Field Office. The original copy of form
FGIS-920 representing samples not sent to the BAR shall be
forwarded to the Automation Program Services Branch
(APSB), Resources Management Division; the first or second

‘white copy retained as a file copy; and the yellow copy

sent to the agency. Samples sent to the BAR shall be
accompanied by the original, second white copy, and the
yellow copy; and the first white copy retained as the file
copy. If desired, photocopies may be made to provide the
agency a copy.

B. Action by the BAR. The BAR shall send the original
copy of form FGIS-920, representing samples sent for
monitoring, to APSB; forward the white copy to the field
office; and retain the yellow copy for the file copy.

Field offices and the BAR shall distribute the copies of
form FGIS-920 daily.
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FORM FGIS-920, “GRAIN SAMPLE TICKET”
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FORM FGIS-920, ”GRAIN SAMPLE TICKET”
(Reverse Side)
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NOTE:
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Instructions for Completing FGIS-920.

“Grain Sample Ticket”

Enter the location of the grain at the time of
sampling.

Enter the name of the field office performing the
monitoring inspection or appeal inspectiom.
Abbreviations are acceptable.

Identify the lot or submitted sample, Identify a
truck or trailer by the State abbreviation and the
license number; a barge or railcar by its initials
and number; and a ship by its name preceded by its
means of propulsion (M/T, M/V, §/8, etc.) and
followed by the sublot number.

Field offices filing FGIS-920 by carrier identifi-
cation number shall circle the last two digits of
the carrier idéntification number. In the case of
a ship, the abbreviation for sublot (S/L) which
precedes the sublot number shall be circled.

The two numbers circled or the S/L abbreviation will
be displayed on automated reports; e.g., Grain
Inspection Monitoring System Control Charts. This
procedure will facilitate locating forms FGIS-920
which correspond to specific samples on the reports.

Field offices Filing FGIS-920 by serial number need
not follow the above procedure because the serial
number is currently printed on automated reports.
Do not circle FGIS-920 serial numbers.

Foritems@,@,,@,and s
carefully cIrcle the number so it is readable to
data entry clerks.

Circle the appropriate code (only one) indicating

the type of inspection performed. TIf a ”“factor only”
appeal, circle the appropriate code ”2” or ”3” as if
the inspection was for grade.
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a. Code 1 - Supervision
b. Code 2 - Sustained Appeal v

¢. Code 3 - Not Sustained Appeal 2/

Enter the appropriate two-digit code for the
particular grain being inspected. (See grain code
key.) Do not circle code. Code 09 (Mixed) refers
to mixed grain and not to mixed wheat. Code mixed
wheat as 01 (wheat).

(:) Enter the six-digit inspection point code number.

(:) Circle code (only one) indicating the movement of
the grain or the type of inspection.

NOTE: Bin, belt-run, and similar inspections are considered
“local” inspections. Domestic lake and intercoastal
shipments are ”in” or ”out” rather than “export.” For
any export shipments (including rail), circle ”export”
rather than “out.”

Circle the code (only one) indicating the type of
carrier in which the grain was or is to be
transported. Hopper refers to rail hopper cars.

Barge refers to river barges, bay boats, and similar
watercraft. Ship includes domestic lake and inter-
coastal shipments and oceangoing barges and vessels.
Circling the carrier is necessary only if “in,” ”"out,”
or “export” are circled for movement.

(:) Circle the code (only one) indicating the method of
sampling. Leave blank on submitted samples.

Indicate the type of sample by circling:

a. Code 1 whenever a monitoring inspection or an
appeal inspection is performed using the file sample.

1/ A sustained appeal inspection refers to an inspection
where there is a grade change in the superseded
inspection. Except for the percentage of dockage,
any change on the gradeline shall be considered a
grade change. Only on appeal inspections shall grades
be entered on the pradeline.

2/ A "not sustained” appeal inspection refers to an
inspection where there is no grade change in the
superseded inspection.
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b. Code 2 whenever a monitoring inspection or an
appeal inspection is based on a new sample obtained
by FGIS personnel.

¢. Code 3 whenever a monitoring inspection or appeal
inspection is based on a sample obtained jointly by
an FGIS employee and a licensee.

Leave blank for onsite monitoring samples and
submitted samples.

For an onsite monitoring inspection, cross out the
serial number (directly to the left of OTS on the
form) and enter the onsite sample number. The first
onsite sample on a given day at an inspection point
will be X01, the second X02, the third X03, etc.
Numbering should start over again for a new day or a
different inspection point.

Enter the date (month, day, and year) of the
monitoring inspection or appeal inspection. If the
month or day is only one digit, precede with a zero
(e.g., May 22, 1989, should read 05/22/89). The date
should always be recorded as a six-digit number.

Enter the initials of the person(s) who sampled the
grain. Leave the space blank for submitted samples
and file samples used for monitoring.

Enter the date of sampling. Leave the space blank
for submitted samples and file samples used for

monitoring.

If "Bottom not sampled,” enter the average depth of
the probes. Leave space blank for file samples.

Enter the appeal number if applicable.

If the sample is sent to the BAR, enter the date
mailed. '

Enter the quantity if applicable. Specify whether
the quantity is.in bushels or pounds.

For an appeal inspection on a submitted sample or

warehouse sample, enter the approximate weight (in
grams) of the sample received.
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NOTE:

- Enter the five-digit grader/inspector code
numb®&r, name of the licensed inspector (LI) or
agricultural commodity grader (ACG), and the date of
the inspection,

- <;:) Enter the code number and name of the ACG who
performed the monitoring inspection or appeal
inspection.

- @ Enter BAR code number and the date of the
inspection.

Enter all remarks applicable to the inspection:

a. Identify samples as: special monitoring samples,
opinion samples, surveys, or any other special
information requests. Do not forward opinion samples,
protein only, and special survey FGIS-920's to APSB.

b. For dual-graded or multigraded bargelot, carlot,
or trucklot inspections, prepare a separate form
FGIS-920 for each portion graded. Identify each
portion (e.g., estimated 1/5 Car B end). Place the
ticket for the largest portiomn (balance) on top and
staple the tickets together.

c. For sampler’s observations, enter appropriate
vemarks. Approved abbreviations may be used (e.g.,
HTG, LW, etc.

d. If desired, "A” can be entered for an appeal
inspection together with the requesting firm (the
applicant).

e. For a warehouse sample-lot inspection, insert
warehouse sample.

When applicable, enter in the "Remarks” section the
subclass assigned by the LI (e.g., DNS, NS, HAD,
etc.).

When applicable, enter in the "Remarks” section the
subclass assigned by the ACG monitoring the sample
(e.g., DNS, NS, HAD, etc.).

For items through @ , factor information
shall be expressed in accordance with the O0fficial
U.S. Standards for Grain and Book II, ”"Grain Grading
Procedures.” When a factor is to be recorded to the
nearest whole percentage, enter a decimal point and
a zero (e.g., 11.0 not 11).

Only approved abbreviations shall be used in recording
factor information.

Leave blank when no amalysis or test is performed.
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Enter the class abbreviation. Do not use a subclass
designation. Refer to the Grain Inspection Handbook,
Book II, ”Grain Grading Procedures,” Chapter 1,
»General Informatiom,” for a listing of approved
abbreviations. A class designation is not applicable
for the following grains: flaxseed, mixed grain,
oats, rye, sunflower seed, and triticale.

Enter the original results from the last outstanding
certificate. If desired, place an ”X” beside all
grade determining factors.

Often when the results for an original inspectiom
indicate that a special grade or a Sample grade
designation is based on a count, the actual count for
the factor may not appear on the certificate or work
record. In such cases, inspectors shall enter in the
original result column of form FGIS-920 the minimum
count that would cause a special grade or Sample grade
designation. Enter the actual count for the factor
that causes a special grade or Sample grade
designation in the supervision or appeal result
column.

Enter the supervision or appeal results of each
analysis or test performed.

Enter the initials of the ACG/ACA performing each
analysis.

This column is for use by the BAR only.

Indicate if the sample has an objectionable odor. Use
the terms: SOUR, MUSTY, GOFQ, SMUT. If the sample
does not have an objectionable odor, enter OK.

Leave box blank.

Some factors have been shaded as a visual aid for
certification purposes. These factors are usually not
required for certification, or they can be obtained
from another part of the form; e.g., the gradeline.

When analyzing additional factors which are not posted
on the front, refer to the reverse side of the form
for the code and standard abbreviation and enter this
in the blank space(s) provided.
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Enter a factor in the nonmonitoring section if the
factor is not listed on the front or the reverse side
or in a recent directive.

Enter the weight, in grams, of the work sample used
for the monitoring inspection or appeal inspection.

@ Enter the weight, in grams, of the work sample used by
the BAR.

@ Enter the initials and the number of seal(s) broken if
any.

C:) Enter the initials and the number of seal(s) applied
if any. For USGSA seals, include with the seal number
the initials ~7U.S.”

NOTE: Numbers @ through pertain to appeal
inspections only.

@ & @ Enter the numerical grade, class, and special
grade of the superseded inspection.

& @ Enter the numerical grade, class, and special
grade of the appeal inspection.

& Enter the numerical grade, class, and special
grade of the Board appeal inspection.

Instructions for Using the Reverse of FGIS-920

e ——— A A

”Grain Sample Ticket”

Thirty-six of the more common grading factors are listed
on the front of the form. Forty additional factors are
listed on the reverse side. Should the need arise for a
factor listed on the reverse side, enter the factor and
code in_the appropriate space on the front of the form
(item ). Any factor mot listed on the front or
reverse or not listed with a factor code in an FGIS
directiye shall be entered in the nonmonitoring section
(item ).

Factors listed on the reverse side are shown in three
categories on the basis of how the results are expressed.
The factors in the first two columns are expressed in
percentages, and the percentage figure is entered in the
appropriate space. The factors in the third column are
expressed in counts, and the whole number (e.g., 0, 1, 2,
and 3) is entered in the appropriate space. The factors
in the fourth column are expressed as a condition which
may or may not exist. If the condition does not exist for
a given factor, enter ”0” in the appropriate space. If
the condition does exist, enter “1.”
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When a result on garlic bulblets is found to be a
fraction, the result shall be recorded as a decimal by
changing 1/3 to 0.3 and 2/3 to 0.6 (e.g., 2-1/3 = 2.3).

Exceptions to the three categgries shall be entered in the
nomnmonitoring section (item | Y. For example, if the
percentage of stomes is required instead of a count, the
factor and the percent shall be entered in the
nonmonitoring section.

If it is necessary to enter a factor for a grain other
than the grain indicated, enter the factor result in
the nonmonitoring sectiom.

Gompleted Grain Sample Ticket.

Examples of completed forms FGIS-920 are shown on pages
2-21 and 2-22 for four different types of inspectiomns.
The following is a brief explanation of each example:

A. Monitoring (Field Office). Figure 1 illustrates a
properly completed form FGIS-920 for an omsite supervision
inspection. Note the following:

Code 1 is circled to indicate a supervision
sample as the type of inspection.

(:) The FGIS-920 serial number is crossed out.

The numerals 04 have been inserted in the 0TS
blocK to indicate the fourth onsite supervision performed
on June 15, 1989, at the location designated by the
inspection point code number.

(:) The type of sample bleck is left blank.

No grades have been entered on the bottom of the
form because this is a supervision inspection and not an
appeal inspection.

B. Monitoring (BAR). Figure 2 illustrates a properly
completed form FGIS-920 for a supervision sample which has
been selected for submission to the BAR for further
review. Note the following:

The Carrier and Method of Sampling blocks are
left blank for submitted samples.
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The date the sample was forwarded has been
entered in the “To BAR” block.

( The line for class (CL) is left blank because
class is not applicable to mixed grain.

The percentage of various grains contained in
this sample are entered in the nonmonitoring section of
the form because these items are not listed on the front
or reverse of the form with factor code numbers.

C. Appeal (Sustained). Figure 3 illustrates a properly
completed form FGIS-920 for a sustained appeal

inspection. Note the following:

Code 2 is circled to indicate a sustained appeal
inspection in which there was a change in grade.

C:) The grade has been entered on the gradeline.

D. Appeal (Not Sustaiped). Figure 4 illustrates a

properly completed form FGIS-920 for a not sustained
appeal inspection. Note the following:

C:) Code 3 is circled to indicate a not sustained
appeal inspection in which there was no change in grade.

(:) The grade has been entered on the gradeline.
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2.5
INSPECTION
LOG

An inspection log l/provides a record of sampling,
inspection, and significant or unusual events occurring
during the loading or unloading of grain offered for
inspection as a shiplot, unit train lot, lash barge lot,
or combined lot. Inspection logs are the source document
for preparing official certificates and any other report
used to document the loading of the lot.

Official personnel shall record shiplot, unit train lot,
lash barge lot, and combined-lot inspection information on
Form FGIS-921, ”“Inspection Log,” and, if necessary, Form
FGIS-921-1, ”“Imnspection Log (Continuation Sheet).”
Inspection logs are used to record information obtained
from original inspections, reinspections, or appeal
inspections performed on samples drawn during loading or
unloading or on the basis of file samples. Use of an
inspection log does not preclude the use or maintenance of
other records (e.g., sample tickets).

The FGIS field office or official agency conducting the
inspection shall retain the original copy of the form. If
the inspection is conducted by an official agency, one
copy shall be sent to the supervising field office. If
requested, one or more copies shall be given to the
applicant or to an interested persomn.

1/ Inspection logs are furnished by FGIS to official
agencies at mo cost.
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Instructions for Completing FGIS-921,

7Inspection Log”

Enter the identification of the grain in terms of
name, number,: or initials of the carrier(s). Precede
the name of a ship with its means of propulsion (M/T,
M/V, S§/5, etc.). Barges and other carriers shall be
identified by initials and number or name.

Enter the mname of the pier, elevator, or other
specific location where the grain is sampled.

Enter the name of the city and State where the loading
or unloading facility is located.

Enter the contract grade along with any special grade
or contract requirements.

Enter the exact amount of grain loaded or unloaded in
terms of pounds, bushels, short toms, or metric toms.

Enter the destination of the shipment.

Enter the type of sale, if known (e.g., P.L. 480,
commercial).

Enter the name of the applicant, agent, or account
number.

Place an ”X” in the appropriate box.

Place an ”X” in the appropriate box. If other, write
in the type of sampling device (e.g., probe, pelican,
Ellis cup, or Woodside).

Place an ”X” in the appropriate box.

Enter the date and military time the elevator (a)
begins to preload shipping or surge bin(s), if any,
and (b) begins delivering the grain to the carrier.
Enter the date and military time the elevator (a)
finished loading into shipping or surge bin(s), if
any, and (b) finished delivering grain to the carrier.

Enter the date, time, and initials of the person(s)
who passed the delivery system prior to loading.

Page 2-27



®@®

®EO

®

® ® O®

O ® ®

Enter: (a) the identification of the stowage area(s)
examined; (b) whether or not the stowage area(s) was
fit to receive grain; (c) the date, time, and
examiner’s initials; and (d) if rejected, the
reason(s) why the stowage area was unacceptable.

Place an “X” in the appropriate box.

Circle the applicable factors to be examined. Use
blank or unused columns to enter the results of any
additional factor analysis (e.g., garlic, ergot, and
sprout damage) or other information (e.g., belt
numbers, file sample numbers, etc.) as needed.

Enter the grade limit for each factor to be examined.
Enter the breakpoint for each factor to be examined.

Enter the starting value for each factor to be
examined.

Enter the date(s) that each sublot is loaded aboard
the carrier or into shipping bin(s) whichever is
earliest.

Enter each sublot number.

Enter the military time that each sublot started and
finished being loaded aboard the carrier or into
shipping bin(s).

Enter the identification of the shipping bin(s) that
comprises each sublot. (Shipping bin facilities
only.)

Enter the stowage area(s) for each sublot. If
additional gpace is needed, use the #Remarks” section.
(See item i )

Enter the weight of each sublot. Indicate the weight
unit by placing an ”X” in the appropriate box.

Enter the odor of each sublot as OK, SOUR, MUSTY, or
COFO.

Enter the factor results for each sublot.

Enter the Cu-Sum for each sublot.
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Enter the number of times the sublot was examined for
insects and the number and type of insect(s) found.
The results shall be shown as ”“8/1 LW.” The number 8
represents the number of times the sublot was
examined; 1 LW represents one live weevil. If no
insects are found, enter a zero.

Enter for each sublot, the military time and initials

of the person(s) monitoring the grain for animals,

lumps, and other objects. If any are found, enter the
ind and number in the “Remarks” section. (See item

36 )

Enter the protein results, when applicable, for each
sublot.

Enter the name(s) of the inspector(s) sampling each
sublot.

Enter the name(s) of the the sampler(s) sampling each
sublot.

Enter the name of the elevator superintendent,
applicant for inspection, or representative notified
of each sublot’s results,

Enter the military time that the person in item (:)
was notified.

Enter all pertinent information including changes in
the weather; the start and stop times for all '
interruptions in loading including meal hours, end of
workday, D/T breakdowns, etc.; review inspection
information; runbacks; kind and pumber of animals;
lumps; other objects; and any unusual occurrences.

Enter the sum of each factor column. Do mnot include
sublot results that have been lined out, circled, or
otherwise are no longer part of the original lot.
(See page 2-30, Nonuniform Lots.)

FGIS-921, complete items through
Otherwise, complete as many additional FGIS 921-1
forms as necessary.

If the lot is completed i7:§§e available.space on form

Enter the mathematical or weighed average to the
hundredth place for each factor.
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Place an ”"X” in the appropriate box.

Enter the rounded and adjusted averages, if
applicable, for each factor as they will appear on the
official certificate.

®O

Enter the mame(s) and code number(s) of the inspection
personnel who assigned the final grade.

Enter the final grade as it will appear on the
official certificate.

Record the stowage area(s) of the lot as it will
appear on the official certificate (for shiplots
only).

® ® ©® ©

Enter the total number of formg used during the
inspection of the lot. Item is located in the
upper left-hand section of the Torm.

Instructions for Completing Form FGIS-921-1

ZInspection lLog (Continuation Sheet)”

Enter the successive page number(s). Upon completion
of the lot, enter the total number of forms used.

(:) - (:) Complete these items using the same instructions
for completing the applicable items on form FGIS-921.
Note that starting values are omitted from form
FGIS-921 as they are only applied towards the first
sublot loaded.

(:) Enter the sum of each factor column,

form. That is, record the sums from items of the ’
form FGI$-921; record the sums from item if the
previous form is form FGIS-921-1.

@ Enter the sum of items @and

Upon completion of the lot, enter the weighted or
mathematigal average of the lot. Complete items .
through of page 1.

Enter the accumulated factor totals from the Irevious

Nonuniform Iots. Occasionally, a lot contains one or more
material portions or other portions of grain that will be
certificated separately. _To facilitatg the certificgtion
process, complete items ‘ through (or item ‘ of
form FGIS-921) for each portion of grain to be separately
certificated. Record this information on the lasg form
used along with the following statement in item @
”Nonuniform Lot.”
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RECORD ON THE
DISPOSITION
OF EXCESS
GRAIN
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FGIS field offices and agencies which sell, donate, or
destroy excess grain shall maintain a record of each
transaction and include a copy of this record with their
budget report.

The record shall include the following information:

A. Name and address of the reporting and receiving agency
(or the name of the purchaser) or donee;

B. Signatures and titles of the officials involved in the
transaction;

C. Date of the transaction;
D. The kind of grain;

E. The estimated quantity of grain in pounds or bkushels;
and

F. The value of the grain and total value of the
transaction.

If destruction of the grain is used as a method of
disposal, omit items A and B.

FGIS personnel shall use Form AD=107, "Report of Transfer
or Other Disposition or Construction of Property," for
recording the transfer, sale, donation, or disposition of
excess grain.

Agencies may develop a record for excess grain disposal
that best suits their needs. This record shall include
all required information and a statement from the
applicant that the grain is being disposed in accordance
with the owner's order and need not be returned to the lot
or owner. ‘
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REPORT OF TRANSFER OR OTHER DISPOSTITION OR
CONSTRUCTION OF PROPERTY

REPORT OF TRANSFER OR OTHER DISPOSITION Ot CONSTRUCTION OF PROPERTY
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Instructions

or other Disposition or Comnstruction of Property

OO

©

Enter
Enter
Check
Enter
Enter

Enter

GRAIN INSPECTION HANDBOOK
Book 1V
Chapter 2

1/1/91

or Completing the Report of Transfer

the number assigned by FGIS.

the date of transaction.

the box to indicate the type of transaction.
authorization reference (FGIS Directive 265.1).
amount of proceeds received when applicable.

FGIS and the name of the field office. Also,

enter:

a. OStreet address or P.0. box;

b. City, State, and zip code;

c. Signature of the field office manager; and

d. Title.

Enter

the name of the receiving agency and the:

a. Organizational unit (or street address/P.0. box
of purchaser or donee);

b. City, State, and zip code;

c. Signature of recipient;

d. Title if applicable; and

e, Date of transaction.

Enter

whether the grain was sold, donated, or

destroyed and the:

a. Quantity of grain,

b. Type of grain, and

c¢. Value of the grain.
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2.7

RECORD OF
WITHDRAWALS
AND DISMISSALS

Each FGIS field office and agency shall maintain a record
for inspection services which are withdrawn by the
applicant or conditionally withheld or dismissed by the
agency or field office.

The format for these records shall be left to the
discretion of official personnel, but the records shall
include:

A. The name and address of the applicant;

B. The date of the application for inspection;

C. The location and identification of the carrier or lot;
D. The kind and scope of the official inspection service;
e.g., official sample-lot inspection, submitted sample

inspection, etc.;

E. The type of action taken (withdrawal, dismissal, or
withheld) and the reason for the action; and

F. The date of the action.
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2.8

STOWAGE
EXAMINATION
WORK RECORD

GRAIN INSPECTION HANDBOOK
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Chapter 2

1/1/91

FGIS field offices and agencies shall complete and
maintain records for all domestic and export stowage
examinations.

Stowage examination informaticn may be recorded separately
on any suitable form, sample ticket, or similar work
record. Regardless of the type of form used, all stowage
examination records ghall include:

A. The type of inspection; e.g., original, reinspection,
or appeal.

B. The identification of the carrier. Identify a barge
by its initials and number or name; a ship by its name
preceded by its means of propulsion (M/V, M/T, S/S, etc.);
and a railecar by its initials and number.

C. The date and time the examination was completed.

D. The location of the carrier in terms of city, State,
and/or holding area.

E. The exact identification of the holds, tanks, or other
stowage areas examined.

F. The results of the inspection. If the stowage space
is declared unfit, enter the reason(s) why it is declared
unfit.

G. Any pertinent information relating to the inspection
and any authorized ispecial statements that have been
requested.

H. The name(s) of the person(s) regquesting the
inspection.

I. The name(s) of the person(s) conducting the
inspection.

NOTE: A separate work record shall be completed for
those stowage areas that pass and for those that
do not pasa.

FGIS personnel shall use one of the following forms as the
work record for stowage examinations: FGIS-939, "Stowage
Examination Worksheet;" FGIS-915, "0Official Stowage
Examination Certificate;" FGIS-918, "Sample Pan Ticket;"
FGIS-919, “"Sampling Ticket;" FGIS-920, "Grain Sample
Ticket;" or FGIS-921, "Inspection Log."
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STOWAGE EXAMINATION WORKSHEET

ﬁm O areear [ swsnvision

STOWAGE EXAMINATION WORKSHEET 3 DATED
NOTE: THIS IS NOT AN OFFICIAL CERTIFICATE OF INSPECTION @ I @
— 2 il ) Ml
LOCATION TYPE OF INBPMICTION
(:) | [ maza E]Ann(:)

STOWAGE SPACE EXAMINED @

AESULTE
- Sxpmined on 1w above duts shs feun te Be Susstartially S, dry, Triw of v infosarion, snd sitalie B maln-
@ ot the grain.”
[0 “owms nes) asmined on the sbeve s s feund net ™ the quality of the grela ot

®

NAME OF APFLICANT @

®

“TTME @ ACTUAL HOURS
—— —
EROM: TO AT [ 13 or SIGNATURE OF INSPECTOR

ﬂ

Page 2-36



GRAIN INSPECTION HANDBOOK
Book IV

Chapter 2

1/1/91

Instructions for Completing the Stowage

OHEHEO

®6 & 6 O 0 OO

®

Examination Worksheet

Check the box for the type of inspection.
Enter the serial number of the certificate issued.
Record the date of the inspection.

Enter the identification of the carrier. Identify a
barge by its ‘nitials and number or name; a ship by
its name preceded by its means of propulsion (M/V,
M/T, S/S, etc.); and a railcar by its initials and
numbers.

Enter the date the examination is completed.

Insert the military time to the nearest quarter hour
when the examination was completed.

Fnter the exact location of the carrier in terms of
city, State, and/or holding area.

Check the appropriate box.

Indicate the holds, tanks, or other stowage areas
examined. When needed, the back of the form may be
used.

Check the appropriate box. When the “not suitable”
box is checked, enter the reason(s) why it 1s mnot
suitable.

Enter any pertinent information relating to the
inspection. Also, show any authorized special
statements that have been requested.

Enter the name of the person applying for the
inspection; if supervision, leave blank.

Record in military time and to the nearest quarter
hour the time the examination began and the time it
was completed. Also, record the actual number of

hours of regular time (RT), standby time (SB), and/or
overtime (OT).

Enter the signature(s) of the person(s) conducting
the inspection.
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2.9
CERTIFICATE
CONTROL RECORD

FGIS and agency persomnel are required to maintain a
record on the receipt and disposition of certificates
because they are legal documents. The format of this
record is at the discretion of the field office and agency
manager but must include:

A. Title and/or form number of the certificate;

B. The beginning and ending serial numbers of the
certificates received;

C. Serial numbers of the certificates issued and/or
voided;

D. Date the above actions took place; and

E. Other information that is useful or needed by field
office and agency managers.

Certificates should be stored and used in chronological
order. In addition, certificates stored outside the main
office, in such places as an elevator office, separate
service point office, or certificates provided to an
applicant, must be accounted for by recording, in addition
to the above information, the location, serial number, and
date the certificate was stored.

Protect unused certificates from theft and fraudulent or
unauthorized use by storing them in locked or sealed
cabinets and lockers. GCertificates in rolls or fan folds
that have been fed into computer tractor feeds may remain
in place if the room is locked and the first and last
certificate numbers are recorded.
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